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FOREWORD
This module is'one of a series of 127 performance-based teacher
education (PBTE) learning packages focusing upon specific pro-
fessional competencies of vocational teachers. The competencies
upon which these modules are based were identified and verified
through research as being important to successful vocational
teaching at both the secondary and postsecondary levels of in-
struction. The modules are suitable for the preparation of teachers
and other occupational trainers in all occupational a eas. ---

Each module provides learning eiperiences that integrate theory
and application; each culminates with criterion-referenced as-
sessment of the teacher's (instructor's, trainer's) performarice of
the specified competency. The materials are designed for use by
teachersin-training working individually or in groups under, the
direction and with the assistance of teacher educators or others
acting as resource persons. Resource persons should be skilled
in the teacher competencies being develOpod and should`; be
thoroughly oriented to PBTE concepts and procedures before
using these materials.

The design of the materials provides considerable flexibility for
planning and conducting performance-based training programs
for pretervice and inservice teachers, as well as business-
industry-labor trainers, to meet a wide variety of individual needs
and interests. The materials are intended for use by universities
and colleges, state departments of education, postsecondary
institutions, local education agencies; and others responsible for
the professional development ofecational teachers and other
occupational trainers.

The PBTE curriculum packages in Category LServing Students
with Special/Exceptional Needsare designed to enable voca-
tional teachers and other occupational trainers to create learning
environments that a:e accessible, accommodating, and equitable
in meeting the instructional needs of individuals in those groups
previously denied equal vocational education opportunities. The
modules are based upon 380 teacher competencies identified and
verified as essential for vocational teachers to meet the special
needS of all students in their classes. Included are special popula-
tions.such as the handicapped, adults pursuing retraining, and
students enrolled in programs that are nontraditional for their sex.

Many individuals and institutions have contributed to the research,
development, testing, and revision of these significant training
materials. Appreciation is extended to the following individuals
who, as.members of the project technical panel, advised project
staff, identified human and material resources, and reviewed draft

materials: James B. Boyer, Ken Dieckhoff, Mary M. Frasier,
Gerald R. Fuller, Juan Guzman, Jerry Holloway, Barbara Kemp,
Jeffrey G. Keily, Betty Ross-Tnomson, Ann Turnham-Smith, and
Richard Tyler. . _

Appreciation is also extended to the approximately 80 vocational
teachers and supervisors from throughout the United States.who

_served on the eight DACUM analysis panels that assisted NatiOnal
Center staff in the Initial identification of the teacher competency
statements. Appreciation is extended, too, to the 80 additional
teachers and supervisors from throughout the United States who
assisted in the verification of the 380 competencies.

Field testing of the materials was carriedout with assistance of
field-site coordinators, teacher educators, students, directors of
staff development, and others at the folloWing institutions:
University of Alabama-Birmingham; Albuquerque Technical-
Vocational Institute, New Mexico; University of Central Florida;
University'of Southern Maine; Maricopa County Community Col-
lege District, Arizona; Murray State University, Kentucky; Univer-
sity of New Hampshire; SUNY College of Technology-Utica, New
York; Temple University, Pennsylvania; Texas State Technical
College; Upper Valley Joint Vocational School, Ohio; and Central
Washington University.

Special recognition for major individual roles in the development of
the materials is extended to the following National Center staff:
Lucille Campbell-Thrane, Associate Director, Development Divi-
sion, and James B. Hamilton, Program Director, for leadership and
direction of the project; Lois G. Harririgton, Karen M. Quinn, and
Michael E. Wonacott, Program Associates, for training of module,
writers, and module quality control; Cheryl M. Lowry, Research
Specialist, for developing illustration specifications; Kevin Burke A
and Barbara Shea for art work; Nancy Lust, Research Specialist,
and Wheeler Richards, Graduate Research Associate, for.assist
ing in the coordination of module field testing and data summariza-
tion; and Catherine C: King-Fitch, Program Associate, for revision-,
of the materials following field testing. Special recognition is also
extended to George W. Smith Jr., Art Director at AAVIM, for
supervision of the module production process.

Robert E. Taylor
Executive Director
The National Center for Research in
Vocational Education

THE NATIONAL CENTER

FOR RESEARCH IN VOCATIONAL EDUCATION
THE OHIO STATE UNIVERSITY
1960 KENNY ROAD COLUMBUS. OHIO 43210

The National Center for Research in Vocational Education's mis-
sion is to increase the ability of diverse agencies, institutions, and
organizations to solve educational problems relating to individual
career planning, preparation, and progression. The National Center
fulfills its mission by:

Generating knowledge through research.
Developinc ,iducational programs and prodUcts.
Evaluating individual program needs and outcomes.
Providing information for national planning and policy."
Installing educational programs and products.
Operating information systems and services,
Conducting leadership development and training programs.

AA-
VIM

AMERICAN ASSOCIATION
FOR VOCATIONAL
INSTRUCTIONAL MATERIALS
University of Georgia
120 Driftmler Engineering Center
Athens, GA 30602

The American Association for Vocational Instructional Materials
(AAVIM) is a nonprofit national Institute.

The institute Is a cooperative effort of universities, colleges and
divisions of vocational and technical education In the United States
and Canada to provide for excellence In instructional materials.

Direction is given by a representative from each of the states,
provinces and territories. AAVIM also works closely with teacher
organizations, government agencies and industry.



INTRODUCTION

Program promotion is an important educational ac-
tivity. First, vocational-technical programs at The sec-
ondary and postsecondary levels must be promoted if
they are to reach the maximum number of the students
whom they are designed to serve.

Second, promotion is a means of developing and
maintaining a solid base of community support for the
institution and its vocational or technical Programs:
support of employers in hiring co-op students and
program graduates, support of the citizens who pro-
vide the institution's financial base as students or tax-
payers, and support of community members in attend-
ing school- sponsored activities and in using the
school's services.

For vocational-technical instructors, responsibility
for program promotion may vary. In some schools,
instructors may have a great deal of-responsibility for
promoting their own programs. Through presenta-
tions, contacts with persons at feeder schools and
outside agencies, exhibits at county fairs, and so on,
they may actively recruit students and seek commu-
nity support. In other schools, program promotion may

be the job of full-time public information officers, re-
cruitment personnel, or other administrators.

Regardless of where the primary responsibility for
promotion lies, when you are attempting to increase
your service to students with exceptional needs, your
institution's promotional activities need to reflect and
support these efforts. Your promotional activities must
be bias-free. They must include information about
what the institution is doing to meet the needs of
persons with exceptional needs.

In addition, your message must be designed so as
to ensure that it reaches the persons with exceptional-
needs whom you are trying to inform and recruit. And
you may need to spend time acting as an active advo-
cate of vocational-technical training and employment:,
for persons with exceptional needs.

This module is designed to give you skill in identify-.
ing the types of promotional activities and techniques
that would be appropriate and in modifying promo-
tional materials to ensure that they reflect your institu-
tion's commitment to serving students with excep--
tional needs:



ABOUT THIS MODULE

Objectives
Terminal Objective: In an actual teaching situation,. pro
Mote yoUr;vocatiOrial program with exceptional. student&
Your performance will be assessed by, your resource Oerson,
using the; Jeacher performance AsSessment , Form, r pp;
31.732 (Learning Expedende" III).

Enholing Objectives:

1. After completing the required reading, demonstrate
knowledge of the importance of and steps to take in
targeting your promotional efforts to serve students with
exceptional needs (Learning Experience I).

2. Giveri a case study describing hoW a committee of edu7
cators planned how to target the institution's promotional
efforts to serve students with exceptional needs, critique
the performance of that committee (Learning Experience
11).

Prerequisites
The modules in Category L are not designed for the pro-
spective teacher with no prior training and/or experience.
They assume that you have achieved a minimal level of skill
in the core teacher competencies of instructional planning,
execution, and evaluation. They then build on or expand that
skill level, specifically in terms of serving students with spe- Terminology
cial/exceptional needs.

Learning Experience I
Optional

Sample recruitment materials and presentations that
you can review.
Vocational-technical students with exceptional needs
whom you can interview concerning why they enrolled
in the program.
A teacher experienced in planning activities to pro-
mote the benefits of vocational-technical training and
employment for students with exceptional needs
whom you can interview.

Learning Experience II.
No outside resources

Learning Expe:;ence ll;
Required

An actual teaching situation in which you can promote
your vocational program with exceptional students.
A resource person to assess your competency in

' promoting your vocational program with exceptional
students.

Special/Exceptional Needs: Referred to in the modules
In addition, to complete this module, you should have de- simply as exceptional needs, this term refers to those needs

fined or redefined your educational philosophy to include that may prevent a student from succeeding in regular
your responsibility for serving .students with exceptional vocational education classes without special consideration

needs; and you should have competency in identifying and and help. The following types of students are included

diagnosing the needs of these students. If you do notalready definition of students with exceptional needs:
meet these requirements, meet with your resource person to Persons enrolled in programs nontraditional for their
determine what method you will use to do so. One option is to sex (e.g.,.the male in home economics)
complete the information and practice activities in thefollow-

ing
Adults requiring retraining (e.g., displaced homemak-

ing modules: ers, technologically displaced)
Prepare Yourself io Serve Exceptional Students, Mod- Persons with limited English proficiency
ule L-1 Members of racial/ethnic minority groups
Identify and Diagnose Exceptional Students, Module
L-2

Urban/rural economically disadvantaged
Gifted and talented

Resources Mentally retarded

A list of the outside resources that supplement those con-
Sensory & physically impaired

tained within-the module follows. Check with-your resource
person (1) to determine the availability and the location of
these resources, (2) to locate additional references within
your occupational specialty, and (3) to get assistance in
setting Up activities with peers or observations of skilled
teachers, if necessary. Your resource person may also be
contacted if you have any difficulty with directions or in
assessing your progress at any time.



General information
For information about the general organization of ear "! pcir.
formance-based teacher education (PBTE) module, general
procedures for its use, and terminology that is common 0 all,
the modules, see About Using the National Center's PBTE
Modules on the inside back cover. For more in-depth infor-
mation on how to eae the modules in teacher/trainer educa-
tion programs, you may wish to refer to three related docu-
ments:

The Student Guide_ to :king F'erformance-Based reacher
Education Materials is designed to 1..elp orient pre4ervice and

teachers and occupational treiners to PBTE ia gen-
e! al and tr., the PBTE materials.
The Resourc,a Person Guide to Using Porforman de-Based
Teacher Education Materials can help prospectivee resourca
persons to cmde and assist oreservice Lrxi inservice teachers
and occupational trainers-in-the develOpnfent of rrofessional
teaching competencies through use of the PBTE modules, It
also includes lists of all the module competencies, as well as a .
listing of the ,supplementary resources and the addresses
where they can be obtained.
The Guide to the Implementation of Performance-Based
Teacher Education is designed to help those who will adminis-
ter the PBTE program. k contains answers to implementation
questions, possible solutions to problems, and alternative
courses of action,

s.



Enabling
Objective

Learning Experience I
OVERVIEW

Ater completing the required reading, demonstrate knowledge of the impor-
tuce'of and steps to take in targeting your promotional efforts to serve students
,iith exceptional needs.

Activity Your will be reading the information sheet, Targeting Your Promotional Efforts,
pp. 8-18.

/.9

Optional.
Activity

4%11
2

.

Optional
Activity a

3 w
4113 110

Activity

4

You may wish to increase your knowledge of available recruitment practices by
reviewing existing recruitment materials and presentations or by surveying
students.

You may wish to interview a teacher who is experienced in planning activities to
promote the benefits of vocational-technical training and employment for stu-
dents with exceptional needs.

You will be demonstrating knowledge of the importance of and steps to take in
targeting your promotional efforts to serve students with exceptional needs by
completing the Self-Check, pp. 20-21.

Feedback

5

You will be evaluating your competency by comparing your completed Self-
Check with tie Model Answers, pp. 23-24.



As a vocational-technical instructor, you need to ensure that your recruitment
techniques appeal to, reach, and inct.de persons with exceptional needs. You

need to make sure that, in your program promotion, you inform the comrnUnity

about how your program is serving students with exceptional needs and prepar-

ing them to be productive members of the world of work. For information about
the importance of these promotional efforts and steps to take to help ensure that

your efforts are successful, read the following information sheet.

TARGETING YOUR PROMOTIONAL EFFORTS

Recruitment and promotion are normal, activities in

secondary and postsecondary schools. Presenta-
tions, brochures, displays, news releases, articles,
television and radio presentations, open houses,

career daysall these techniques are used to recruit
students into the vocational - technical program and to
promote the program in the community that supports it
through tax dollars and through job placement.

In order to serve students with exceptional needs,
however, recruitment and promotional activities may
vary somewhat from what has traditionally been done.
The techniques used may need to be modified.
Additional techniques may be required. Let's look at

some of these differences in more depth.

Recruiting Students with Exceptional Needs

Some persons with exceptional needs may have no

idea of the benefits of vocational-technical programs
or even that these programs exist. For example, a
female who enjoys building tables and bookcases as a .

hobby might not know that she can study to become
construction carpenter. A male who is physically
handicapped Might not realize that he could get a job

as a welder.

People such as these could benefit from your train-
ing, but first they need to know about it. Therefore, an
important part of your job as a vocational-technical
teacher is to ensure that prospective students with
exceptional needs are informed of and recruited into

your program.

You may be wondering why the recruitment of stu-
dents with exceptional needs is so important. One
reason is that these students are a vital natural re-
source with the potential for making great contri-
butions to society. However, they often do not receive
all the information they need about training programs
and. career opportunities. Oftentimes, students with
exceptional needs are tracked into jobs that are below
their capabilities and that offer no advancement.

In many cases, for instance, negative attitudes
(stereotyping, bias) prevent the mentally retarded
from doing anything but custodial work and prevent
women and men from pursuing careers that are non-
traditional for their sex. People such as these need to
know as much as possible about your program so that

they can train for work they.enjoy and are capable of
doing. By providing such incGrmation, you willbe help-

ing to ensure that persons with exceptional needs
have an equal opportunity to be productive members

of society.

Another reason for recruiting persons with excep-
tional needs is that the demand for qualified workers in
the vocational fields is growing:Business and industry
have more positions available than skilled employees
to fill them. These jobs are open to persons with excep-
tional needs ..Nho have the/(proper training.

Consequently, persons with limited English profi-
ciency, those who have physical handicaps,"or those
who are retraining for new careers have more oppor-
tunities for employment today. If you can recruit such
students into your program, you will be preparing them
for important jobs. You will also be helping to meet the
future employment needs of industry.

Finally, recruitment' is vital because vocational-
technical programs and institutions cannot survive
without students. And students don't enroll if they are
not familiar with the programs. Therefore, even though
you may have an outstanding program, you will lose
many prospective students if you don't spread the
word.

Recruitment should be an ongoing process that con-
tinues throughout the year. Your efforts cannot stop at
the beginning of the school term after ykiu have. suc-
cesSfully recruited several students with exceptional
reds. What about the students for next year or the
year after? Where will they come from? How will you
find them? How will you get them into your program?



The answers to these questions really translate into a.
three-step process for recruiting students with excep-
tional needs:

Identify prospective students with exceptional
needs
Select appropriate recruitment techniques
Provide .additional information to prosi.active
students with exceptional needs and their sig'-
nificant others

Identifying Prospective Students
Asking you as a vocational-technical instructor to

identify prospective students who have exceptional
needs is a request that can be misinterpreted. It is not,
a case in which you "need one of those special- needs'
people in the program;' so let's find one and recruit
him/her. That would be as offensive as ignoring the
fact that, presently, persons with exceptional needs
are often not being adequately served by the educa-
tional system.

For the most part, you will be using the traditional
avenues to identify and recruit your students:

Ensuring that counselors know what-your pro-
gram includes and the types of students it can .
best serve
Providing program information to specific agen-
cies and organizations that might reach prospec-
tive students
Making presentations to and providing materials
for students in lower grades both at your school
and at feeder schools

?. Using newspapers, radio, TV,displays, and so on
to recruit people in the community

However, you may need to do these things a little
differently'if you want Zo recruit. students with excep-
tional needs.

For example, you may need to spend some extra
time in making sure that school counselors are aware
of (1) the career opportunities available to students
with exceptional needs and (2) what you are doing in
your program to 'accommodate these students.



One of the jobs of counselors is to advise individual
students in selecting an educational program. You
cannot expect them to help you identify students with
,exceptional needs who could benefit from your pro-
gram if they are unaware of the benefits to students of
doing so.

You will also need to identify specific agencies,
organizations, companies, and so on that can help you
ensure that yoUr recruitment message reaches per-
sons with exceptional needs. For example, there are
government and social service agencies that serve
the handicapped, racial/ethnic minority group mem-
bers, and economically disadvantaged.

Employers may heVe some workers whose jobs are
being phased out because of technological advances
and who are, therefore, in need of retraining. Parents
of children with exceptional needsmay have formed a
special interest group.

You can prepare a mailing list of these groups "r add
their names to the, existing mailing list your schoci
uses in sending out recruitment materials and informa-
tion. You can also talk to persons in these organi-
zations and agencies on an informal basis through
your normal contacts with them at community events,
school functions; and so on.

You may, in some cases, want to lollow up the fit st
contact with either phone calls or additional letters to
ensure that the materials have been' received and are
being shared with prospective stu lents. A phone call
would take only a few minutes of ypur time and may
provide you with several prospective students with
exceptional needs.

Finally, you may need to modify or expand the re-
cruitment techniques and materials you use, in order
to adequately reach your target group1 persons with
exceptional needs. Let's consider how you can best do
this.

Selecting Recruitment Techniques
There are many effective recruitment techniques,

some of which you most likely already use with all
prospective students. You need to be aware of which
of these techniques are particularly effective in recruit-
ing personsyvith exceptional needs. And you need,to
know how to modify some of these techniques in order
to recruit prospective Students with exceptional needs.

The main recruitment techniques we are going to
talk about in this section include the use of (1) personal
contact with prospective studentS; (2) printed mate-
rials;.(3) media (radio, TV, newspapers); (4) presenta-
tions; (5) current and former students; and (6)
plays, open houses, career days, and tours of school
facilities.

Personal contact. Meeting and talking to persons
with exceptional needs who are potential enrollees
can be a simple but effective method of recruitment.
Personal contact gives you the chance to explain your
program and answer questions on an informal basis.

The informality of such contacts should put prospec-
tive students at ease and make them feel comfortable
about discussing their career goals. Also, you will be
able to spend more time fully explaining the benefits of
your program to them.

Meeting directly with persons with exceptional
needs works well on both the secondary and post-
secondary levels. If you are a secondary teacher, for
example, you could talk to individual students from
lower grades who have been referred to you by a
counselor. If you are a postsecondary instructor, you
could hold discussions with persons who.have con-
tacted you or the school about your program.

By arrangingfor personal contact, you give potential
students the opportunity to meet you, see the facilities,
and get a good understanding of what the training
involves. As a result, they should be better able to
select a program that meets their career goals.

Printed materials. The use of printed materials is
one of the most common recruitment techniques.
Printed materials include such items as' brochures,
course catalogs, and posters.

In order to use printed materials effectively to recruit
persons with exceptional needs, it is essential that
general promotional materials be bias-free. In addi-
tion, you may need to-develop special materials,
targeted to persons with exceptional needs, that con-
tain specific information about the advantages of the
program for such persons.

10
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To make your materials bias-free, you must avoid
sins of both omission and commission. For example,
suppose you sent out materials that don't mention how
your program serves persons with exceptional needs.
That's a sin of omission. In essence, you are telling the
public that your program is, not designed to include
those students.

On the other han , perhaps your materials talk
abouLmales andlemales studying only for occupa-
tions that are traditional for their sex. Or the illus-
trations in your promotional materials show only
young, white, middle-class students attending your
classes. Those are sins of commission. Such mate-
rials are biased because they put people in
stereotyped roles, and they, encourage others to be-
lieve that students with exceptional needs do not be-
long in your program.

You need to be. sure that all existing materials reflect
the fact that yours is truly an equal-opportunity educe-
tional institution. That, for example, auto mechanics ib
not just for males anymore. In modify(ng existing mate-
rials to make them bias-free and in developing spe-
cially targeted materials; you could include information
such as the following:

Success stories (e.g., data on how many women
have graduated from the construction trades `\,
program and found employment \in that area)
Statements of commitment to providing equal
opportunity
Information about specific facilities'modifications
made to ensure equal access \
Information about specific programs available to
facilitate equal participation (e.g., English-as-a-
Second-Language classes, financial ,assistance
programs, day-care facilities) \
Information abOut specific materials available to
faCilitate equal participation (e.g., braille mate-
rials, bilingual materials)

In addition, your materials may need to be modified
for different audiences. for example, the geographic
area served by y-.)ur school includes a large population
of Spanish-speaking people, theri you will need to
develop some written materials in that language if you
are, in fact, to make them aware of your program and
how it cah-serve them.

Given those general guidelines, let's consider some
specific kinds of written materials and how best they
can be used.

The use of brochures can be very effective be
cause they are relatively inexpensive to produce, gen-
erally eye-catching, and easy to mail out to a particular
audience or to place in locations where they will reach
your desired audience.

For example, if you are trying to recruit more women
into your program, it would be fairly simple to prepare a
brochure specifically to attract womento let them
know that your program is open to them. Such a
brochure could be mailed in quantity to women's or-
ganizations. And it could be, placed in counselors'
offices, student lounge areas, and in the communi-
tyreadily available to let women know that you are
interested in preparing them for the work force.

The task of actually'preparing the brochure may not
be entirely your own. Many schools develop informa-
tional brochures that describe each program area. In
that case, you may be asked only to offer suggestions
for content. If your school does not produce such
brochures, you may want to prepare one of your own.

A valuable addition to any brochure is a te ar-off card
that readers can return to the school if they are in-
terested in receiving more information. This is an inex-
pensive feature, but for the person with exceptional
needs, who is perhaps hesitant about taking that first
step, having this simple card may, be the determining
factor in his/her actually contacting you.

Many secondary and most postsecondary institu-
tions have course catalogs that describe the courses
offered and explain the admission requirements.
These catalogs generally are. made available to stu-
dents in lower grades and persons requesting infor-
mation. In addition, they are often placed in libraries for
use by the public. As a result, the potential is great for
reaching a large number of prospective students.

By ensuring that such catalogs are bias-free and
include information relevant to persons with excep-
tional needs (e.g., that your facilities are barrier-free
and accessible to the handicapped), you can encour-
age these persOns to consider your program.

Another type of printed material that can call atten-
tion to your program and help you to recruit persons
with exceptional needs 'is the poster. You can get
posters from a professional organization, such as the
American Vocational Association. You can design the
posters yourself or have your students prepare them
as a class project:

Keep in mind that each poster shotild be attractive,
simple, and cover only one topiC. It is not important for
the posters to be professionally doneonly eye-
catching. Your goal ilip generate interest in your
program among persons who have exceptional
needs. You will have succeeded if these persons ask
questions and request more information.

For example, suppose you are trying to recruit stu-
dents from an area in which many people have limited
English proficiency. A poster, written in their native
language, might be the most effective way of making
them aware bf the career opportunities available
through your program.



Similarly; consider the effects of a poster depicting
women in a welding class or men in a home econom-_
ics course or members of a minority group in the office
occupations program. Such posters very well maybe
worth a thousand words in their abdity to convince
persons with exceptional needs that there is a place -
for them in these vocational-technical programs.

Placement of the posters is also important. -Your_
students will come from a variety of sources, depend-
ing on the type of school in which you teachcom-
prehensive high school, secondary area vocational
school, or postsecondary institution. Therefore, you
will want to place posters in locations where potential
students will .see them (e.g., junior high schools, your
school, and local businesses). Bulletin boards in areas
where students meet are also good locations for post-
ers.

Local media. Using the local electronic and print
'Media is an excellent method for spreading inforitte-
tion about your program to persons with exceptional
needs. At some time during the-day, nearly everyone,

either watches television, listens to the radio, or reads
the newspaper. Therefore, you should be able to reach
a large and diverse audience by taking advantage of
the communication network:

The local media carry news releases and public
service announcements free-of charge. Whoever is in
charge of public relations in your school probably
submits these types of items to the media on a routine
basis: items about public services provided by the
school; Honors received by students, and,,so on:

it is important to ensure that some of the items
subMitted give evidence of (1) the commitment of your
institution to RE ing students with exceptional needs
and (2) the fai it students with exceptional needs
are succeedinz and-even excellingin your pro-
gram.

If, for example, your school purchases Some special
equipmenTfor they heAdicapped or a student in a pro-
gram nontraditional for his/her sex wins a vocational
student organization contest, let the public know.
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Another possibility is to buy advertising time and
spaCe in the local media. This technique is more
realistic on the postsecondary level, where older stu-
dents are being recruited. For instance, your institution

,could run ads in newspapers or on radio and TV that
explain the benefits of your program for persons re-
entering the work face or considering retraining for
anothercareer.

In addition, you can submit article's and ads for
publication in school newspapers. Most schools pub-
lish papers that are widely, read by students seeking
news of friends and of upcoming activities. You can
attract the attention of students with exceptional needs
by preparing stories aboUt your program that would be
of interest to them.

' For example, you could write articles describing
such activities as a field trip your class took to a
business that employshandicapped workers or a
guest speaker who visited your class to discuss non-
traditional occupations for men and women. You might
want to include photographs that show students with
exceptional needs partibipating in these program ac-
tivities.:

Presentationi. There are many opportunities for
you, your present and former students, members of
your advisory committee, and other school staff to
make presentations to promote your program: as-
sembly programsat ybur schOol Or at feeder schools,
meetings of local civic. organizations, and so forth.

To make sure these presentations help you in your.
efforts to recruit persons with exceptional needs, you
need to (1) target some of your remarks to how.your
program can serve their needs, (2) involve, as appro-

..' priate, current.and former students Whonaye excep-
tiOnal,needs, and (3) offer to make presentations be-
fore groups that work with, serve, or are made up of
persons with exceptional needs:

For instnce, assume that you have been asked to
describe theNocational program to students at a
feeder school. As part of yoUr presentation, you could
ask a panel, which is. made up of you students, to
discuss their experiences in the program. If one or
more members of that panel have exceptional needs,
then you increase your chances of attracting qualified
students with similar needs.
:. , .

If you teach at the secondary level, you could make
presentation to students in the district's special edu-

cation programs. As part of the presentation, you
could shoW a slide/tape that specifitally desdribes
how your program can meet their needs..N,.

0r, when the local KiitaniS asks yoU to speak at one
of their luncheons, you .could present a talk on what
you have done to make your program more accessible
to and more appropriate for students with exceptional
needs. You could talk about-the-many job opportuni-
ties in your field for workers with exceptional needs.

You c. make yoUr presentations more successful
by usin few simple devices. For example, you can
keep the audienCe's full attention by showing enlarged
photos, posters, charts, and graphs. The visual aids
will emphasize your message.

in addition, you can support your key points with
concrete information. You can cite statistics, such as
the numbers and percentages of students with excep-
tional needs who .have completed your program and
are nqw successfully employed. You could shciw of
slide/tape of studentssome of whom have excep.:
tional needsat work in your program.

One of the values of making such group presenta-
tions is that you can explaih in more detail how stu-
dents with exceptional needs.can benefit, from your
program. Furthermore, the audienCe can ask ques-
tions and get immediate answers.

Current and former students. We have mentioned
already that\ one effective approach is to involve stu-
dents with exceptional needs in promoting your pro-
gram. Do not underestimate the power of this ap-
proach. When persons with exceptional needs have
an opportunity to listen to or interact with persons with
exceptional needs who have succeeded or are suc-
ceeding in your program, that may be the best calling
card you have

'Assume, for a minute, that a pdrson with exceptional
needs attends a promotional presentation by a
vocational instructorone who seemingly does not
have any exceptional needs. Will that person really
believe that the vocational program is for him/her? Will
that person feel free to ask questions? Maybe.

.But, if that person were to attend a presentation led
by 'a current or former vocational student with similar

ce
needs, then he/she would see that suc-

fact a real possibility. And he/she can get
answers to-qu_e_:_-,tions from someone who "has been
there" , someone-who can understand his/her con-
cerins.

13 13



Displays, open houges, career days, and tours.
Techniquea-suckas these are often a normal part of
program/promotion. -promotional display is set up in
a shopping center or at a state fair. The public is invited
into tt)e school for an open house and a tour of the
facilities. A career dayinvblvirg persons from busi-
ness, industry,.and labor-4s held to let students and
the public know about the career opportunities avail-
able to them.

At these events, you can recruit per6ons with excep-
tional needs by utilizing any or all the techniques pre-
viously mentioned. You can have written materials
available that are bias-free and that are, at least in
part, targeted to the needs and interests of persons
with exceptional needs. /

You can involve current and former students with
exceptional needskt6ey can be available to "man" a
display booth, take people on guided tours, or make a
presentation/a6 part of a career day. You can involve
employers who hire persons with exceptional' needs.

You ca. fe invite representatives from special interest
groUps!community agencies, and other organizations
that serve persons with exceptional needs to attend a
career day. Such groups might include the Association
for Retarded Citizens, American Indian Council, Big

Brother Association, Veterans Counseling Center, and
the Association for the Physically Handicapped. Per-
sons from organizations such as these could set up
booths and provide information on the kinds of sup-
portive services (e.g., job, placement) that they
offer persons with exceptional needs.

Perhaps some of your equipment orimachinery has
been modified to.be more accessible to handicapped
students. For example, some of your drafting tables
may be lower to accommodate students in wheel-
chairs. Or a few phones may be equipped with arhplifi-
cation devices for the hearing impaired. If that is the
case, you could put signs on the equipment to expl in
the modifications to persons visiting the school as art
of an open' house or tour.

You may-haVe instructional materials that /are in
braille for the blind. Perhaps some are printed in an-
other language for students with limited English profi-
ciency. You could display these materials and others,
such as tape cassettes and large-print books. Poten-
tial enrollees with _exceptional needs should be in- .

terested to learn that you have the capability to teach
students who have different needs.

You can prepare a montage of photographs of stU-
dentssome of whom have exceptional needs
actually performing different tasks in the laboratory or
shop. This can be part of a display or could be hung in
the laboratory for visitors to see during an open house
or tour. Or you can have members of your class per-
form live demonstrations of their skills. Or you can
'show audiovisuals and display posters that include
persons with exceptional needs.

And, of course, you can ask representatives from
the media to attend such events and to publicize
them.'

1. To gain skill in using specific promotional techniques, you may wish to
refer to modifies in Category G: school- Community Relations.
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Informing Prospective Students and
Their Significant Others

Once you have attracted the interest of persons with
exceptional needs through your initial promotional
techniques, it may be necessary to provide them with
more detailed program' information. They need to
have as much informatiori'as possible about the, many
vocational-technical programs available. They may
not be aware of the vast array of occupations available
in modern society. Or they may fall into stereotyped
roles because they are poorly informed.

For example, females from economically disadvan-
taged backgrounds may 'become waitresses 'or
clerksnot because they want to but because no one
ever told them they had other options. Or gifted males
may not consider a career in the trades; they may think
that such programs teach only basicskills to slow
learners. Therefore, you will be opening the door to a
much broader future for these persons if you make
sure they are told about, all the possibilities related to
your occupational area.'

An important step in informing prospective students
is telling them of the many job opportunities available
through your program. However, in recruiting persons
with exceptional needs, you need to be sure that you
explain what they cart realistically expect in the world

of work. You will not do them any good by making
unrealistic promises Or only giving half the pictuie. Will
some jobs in industry require additional training? That
is valuable information for a mentally retarded person
who may not be capable of advanced education.

Will some jobs be phased out in the near future
because of technological advances? Prospective stu-
dents should know this so they can plan for career
changes. Isa new field opening up? If so, persons with
exceptional needs should be informed that their
choices are Increasing. WhateVef the situation, you
should make sure that prospective students are
welland realisticallyinformed.

In addition, you will want prospective students with
exceptional needs to know that your program will pro-
vide them with the training they need to perform on the
job. This is vital for all students but may be more so for
stUdents with exceptional needs, who may be con-
cerned about hoW employers will accept them. If.they

,-:ate assured that their training will meet industry sten-
".'`cfards', they may feel more confident about enrolling in

the program.
. .

/However, informing persons with exceptional needs
can involve more than just telling them about your

/ program. There are other factors that affect what pro-
/ grams people choose to enter. One of these factors is --

their significant others. Those generally considered to
be significant others are parents, guardians, spouses,

peers, relatives, and friends.. A person's significant
others are often the ones who help him/her decide on
an occupation and an educational program.

But despite their influence, significant 1 others may
possess inadequate occupational information. For
example; they may not be aware of current trends in
the job market such as the following:

Women pursuing careers nontraditional for their
sex
Companies restructuring jobs to accommodate
the handicapped
Workers successfully changing careers in mid-
life
The variety of new job opportunities available in a
changing society

Therefore, it is important for significant others to be
informed about career opportunities and how your
program can train students with exceptional needs for
these careers. They need this information to be able to
help prospective students make informed careerdeciz-
sions.

All significant others can be valuable assets in help-
ing to inform prospective students with excepitional
needs. However, parents may be the most important
members of this group, especially at the-secondary
level. They act_as-constant-role-nicidels, and their
attitudes tociiard work and toward vocational-technical
education may be reflected in their children.

_

For example, a young person whose parents live on
welfare and do riot work may think that holding a job
and earning a living are unnecessary. Or a handi-
capped student may be reluctant to enroll in a
vocational program because his/her parents have al-
ways downgraded ,such education.

.- If parents of children with exceptional needs can be
educated about the benefits of your program, they will
be better prepared to advise their children. After all,
you cannot expect them to support enrollment in your
program if they have no information on the training
involved or the career potential.

Furthermore, many parents may need to be con-
vinced that your program is beneficial for persons with
exceptional needs. They may need to be persuaded
that vocational-technical education offers-worthwhile
training and respectable jobs.

The information you provide can give persons with
exceptional needs the opportunity to make an in-
formed decision. Even if they don't choose your pro-
gram, they will have been ;exposed to it and their
knowledge of career options will have been increased.
Your recruitment efforts should make them better-in-
formed citizens.



Using Promotion to Gain Needled Support

So far, we have been talking about a great many
specific ways in which you can use promotional tech-
niques to identify students with exceptional needs
and recruit them into your vocational program. But
recruiting studentsjs not the only reason that you.need
to promote your pfogram. These same techniques,
and these same bias-free approaches and materials,
can also be used to let the members of the community
knowwhat is,going on in your program and to gain their
support. _

Public secondary and postsecondary schools are
supported by federal, state, and local tax dollars. Local
tax dollars, collected from members of the community,
provide most of the money for, building facilities, pur-
chasing equipment and supplies, and paying salaries.

Therefore, community members have a, right to
know about the programs their money is supporting.
Furthermore, if they know about and approve of the
programs, they are more likely to provide additional
funding if needed. Since programs can't run without
money, community support is essential to public edu-
cation.

In addition, community members not only pay for
the public education system, they often hire the re-
sults. Local employers frequently hire your graduates
to work in their businesses or industries. A welkin-
formed public will be more willing to hire your students
after graduation.

Finally,our students are probably members of the
community. The students in a secondary school are --
drawn from the surrounding community. Many of the
students at the postsecondary level come from the
same source. In fact, community college and &kilt
education programs are designed-specifically to meet
the needs of the local citizenry.

Thus, you must keep community memberS in-
formed about your program. In addition, other educa-
tors need to be kept informed. You need the support of
administrators and board members if your program is
to succeed.

The techniques you use to keep these people in-
formed are the same as those previously discussed:

Personal contact
Printed materials such as brochures and posters
Items in the newspaper and o_ n TV and radio

Presentations
Current and former students
Displays, open houses, career days, and tours

But it is not enough to keep people informed. Not
everyone is comfortable with the notion of having
persons with exceptional needs_in vocational-techni-
cal programs and in the work force. If you truly wish to
serve students with exceptional needs, you-must be-
come an active advocate for them. Let's consider
how you can do this. '



Be Willing to Spread the Word
If you believe that persons with exceptional needs

can succeed in vocational-technical education pro-
grams and in the world of work, be willing to say so.
You can offer your services as a guest on local talk
shows or as a member of a panel discussing
vocational education for students with exceptional
needs.

You can make yourself available to be interviewed
by the news media. You can continually look for oppor-
tunities to provide public recognition for the achieve-:
mentsof-students with exceptional .needs. Certainly',
theseactivities Might help your recruitment efforts, but
that's not your centfkourpose here.

Rather, you are giving of your own time to encour-
age others to recognize the'potential of persons with
exceptional needs. To 'ecome aware of their talents
a d capabilities. To recognize that these persons can
su eed in the work force. To understand the un-
neces. arybarrierSi/they face in today's world. And to
come to grips with ways we can break those barriers
down.

You can also serve as an advocate for students with
exceptional needs by developing forums. The purpose
of a forum is to get people together to talk about a
given topic. By encouraging discussion among some
segment of the community, you can help to spread the
word among all members of the community. A forum
can be a very effective way of correcting the mistaken
impressions that some people have of vocational edu-,
cation and of the capabilities of persons with excep-
tional needs.

Every year millions of students are successfully
trained in vocational-technical programs. They
graduate, obtain good jobs, and become productive
citizens. These students very often progress to high-
level positions in the work force. Nonetheless, some
people still believe that vocational-technical education
is a dumping ground for slow learners and trouble-
makers. They don't understand that these programs
teach specialized skills to students who want to learn.

It is always important to dispel any negative images
the public has of vocational education. However, it
may be even more important when you have students

-with exceptional needs in .your program. They have
enough crosses to bear and bridges to cross without
having to deal with prejudices against the program
from which they graduate.

If possible, you might involve "celebrities" in promot-
ing your program and the students with exceptional
needs in it. A popular local TV personality or sports
figure, for example, could ensure that your advocacy
message reaches a lot of people. Take the time to sell
your message to that person, and you can sell a broad
segment of the community. ,

Involve the Community
Another effective way to spread the word about how

well students with exceptional needs are succeeding
in your program is to involVe community members on a
continuing basis. There are several techniques you
can use to involve thembeyond the normally
scheduled open houses and guided tours.

You can invite individuals or small groups of com-
munity leaders, employers, politicians, and legislators
to visit and observe your program. This would give
them the chance to see students with exceptional
needs actually performing successfully in a vocational
setting. Once they are familiar with what your program
can do, they should be more willing to support your
program--2financially and otherwiseand to encour-
age.others to do so.

In addition, you can encourage business, industry,
and labor groups to use your facilities for meetings and
short courses. While on the premises, these people
would have an opportunity to see the vocational labs.
They would be able to look at some of the projects
completed by your students.

You could make sure that some of your promotional
materials were available to the visitors. For example,
in the room they would be using, you could set up
small display with posters and brochures. Or you could
place a sign on the bulletin board that reads "Hire
Students with Exceptional NeedsThey Make Ex-
ceptional Workers."

Finally, you can involve the community by providing
them with opportunities to help. You could enlistcom-
munity support in such activities as establishing
scholarships, providing student financial aid, purchas-
ing or donating materials, sponsoring School func-
tions, and voting for bond levies. In many cases, it is.
simply a matter of letting community members know
what you need and justifying your need for it.



Enlist Administrative Support
There is a limit to what you can do, bOt you should try

to enlist administrative support for any new techni9ues
that will help students with exceptional needs to suc-
ceed in your program. Because administrators have
standard requirements, you may need to convince
them that some innovations are necessary and ben-

eficial.

ADMINIsTRAiloN

Perhaps you need to purchase or develop some
additional; multimedia materials. Or maybe you need

to buy special equipment. Perhaps some equipment
modifications are required. Maybe you need a para-
professional or a translator in order to meet the needs

of your students.

Furthermore, you might determine that, in order to
provide equitable instruction for all the students in your

class, the competency-based approach should be
used, and norm-referenced letter-grading should be
eliminated. Instead, each student in the program
should receive an individual competency profile with a
criterion-referenced rating provided for each skill
achieved. Obviously, administrative support and ap-
proval would be required.

One way in which to gain support is to invite admin-
istrators to visit your class. They would thus have the
opportunity to observe your instructional approch
and environment and to judge for themselves how
effectively your students are being served. Firsthand
exposure to the students' needs cansometimes be the
most compelling way in which to convince adminis-
trators that you requests are justified.

Ensure the Credibility of Your Program

You can, of course, promote your program and the
positive qualities and characteristics of students with
exceptional needs by simply meeting with employers
and others and providing them with relevant informa-

tion.2.

However, one of the easiest and most effective ways
to promote a positive image of vocational education
and to convince others of the capabilities of vocational-
ly trained student with exceptional needs is to ensure
that y5ur students are well trained. Each student you
place should meet the employer's requirements. Each
student should be able to do the job for which he/she
was hired.

Employers and others in the community will judge
your program by the way' your students perform. If a
student with exceptional needs completes your pro-
gram, but can't do the work, two results are possible.
First, your program may acquire a poor image, and the
employer may be reluctant to hire any of your Stu-
dents. And second, the employer may never again
want to, hire a person with exceptional needs.

However, if the' students meet their requirements,
employers will tend to believe in and support your
program. An added advantage to placing qualified
exceptional students is that the word will tend to
spread through the community. Satisfied employers
will tell their families and friends abOut these workers.
As a result, other employers and community members
will develop a good opinion of your program.

Through your belief and advocacy and through your
development and implementation of a high-quality
training program, you can create a positive image for

your vocational-technical program and for the stu-
dents with exceptional needs who are trained in that
program.

2, To gain skill in working with employers to Fr)rnote employment oppor-
tunities for students with exceptional needs, you may wish to refer to
Module L-12, Prepare Exceptional Students for Employability.
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You may wish to increase your knowledge of available practices for recruiting
students with exceptional needs by completing one or more of the following
activities:

Locatp and obtain, perhaps through your resource person, student recruit-
ment materials (e.g., media presentations, brochures). produced by sec-
ondary or postsecondary institutions. In addition, watch or recruitment
items in the newspaper and on TV and listen for them on the radio.

To whom are these recruitment items targeted? Do they'include information .
targeted to any persons with exceptional needs? If so, what kinds of
information are provided to encourage these persons to consider voca-
tional-technical education?

Are the items effective? If not, how could the items be revised to include
information for persons with exceptional needs.or to more effectively reach
these students?

Survey students with exceptional needs who are enrolled in vocational-
.

technical programs to determine why they enrolled and what their sources
of information were.

IOptional
IL, Activity

10,

You may wish to arrange through your resource person to mee with and
interview a teacher who has experience in planning activities to in orm the
community of the benefits of vocational education for students with exceptional
needs. You may wish to ask this teacher some of the following types of ques-
tions:

What are some of the activities that he/she uses each year?
What activities or techniques have failed to achieve their purpose? Why?

What tips can he/she give you to help you succeed in your efforts?



The following items check your comprehensionof the material in the information

sheet, Targeting Your Promotional Efforts, pp. 8-18. Each of the four items
requires a short essay-type response. Please explain fully, but briefly, and make

sure you respond to a!I parts of each item.

SELF-CHECK

1.. VocatiOnal-technical instructors have an'enormous amount to do just to keep up with their instructional

responsibilities. Why, then, should they also take on the added responsibilities associated with promoting

vocational-technical education for persons with exceptional needs?

2. Why might it be necessary to revise the.niailing list used by the school in distributing promotional materials if

you are trying to recruit persons with exceptional needs?



3. There has been a recent influx of Vietnamese refugees into the community. What implications does this have-.
for the promotional activities undertaken by)the local schools? ,--

- I ,

4. Aisume that all your promotional activities and materials are models of the types of promotionone should use
in recruiting persons with exceptional needs and inforining the community *out how your program is serving
these. persons. Should this be enough to convince people that persons with exceptional needs can be
adequately served by,your programs and that they can succeed ther4 and on the job. Explain why or why not?
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Compare your completed responses to the self-check items with the model
answers given below. Your responses need not exactly duplicate the model
responses; however, you should have covered the same major points.

MODEL ANSWERS

1. Vocational-technical instructors will not havd an
enormous amount of instructional responsibilities if
they do not have adequate numbers of students to
justify their programs. In these days of declining
enrollments, it is more important than ever to re-
cruit all qualified students.

Furthermore, serving students with exceptional
needs_ in vocational-technicet programs isn't just
something that is nice to do or expedient to do. In
most institutions, school districts, and states, as
Well aS'at the federal level, serving these students
is a major educational goal.

To ensure that this goal is met, vocational-technical
instructors must do their partin promoting voca-
tional-technical education for persons with excep-
tional needs. Most instructors do some program
promotional work already, either formally or infor-
mally. Thus, in most cases, it is simply a matter of
ensuring that, in these activities, the instructor in-
cludes at least some information on how the pro-
gram can serve persons with exceptional net.ds.

In addition, however, since placement of students
with exceptional needs into regular vocational-
technical programs is a somewhat new idea, the
really committed instructor will want to go that extra
mileto become an active advocate of the value
of vocational-technical education for persons with
exceptional needs and of the value of hiring these
persons into the work force.

2. Typically, an educational institution or district will
distribute promotional materials to a few standard
targets:.feeder schools, counselors' offices, librar-.

soon: In- addition, especially at the post-
. secondary or adult education lel.),61- there-May be a

general Mail-out of program information to all citi-
zens in the community..

If you want to inform, attract, and recruit persons
with exceptional needS, it is important to target your
distribution of promotional materials to specific
agencies_and_locations_that_can_help_ensure_that _

your message is received by persons with excep-
tional needs. Thus, you need to identify, and to add
to your "mailing list," such agencies as the follow-
ing Y

Government and social service agencies serving
persons with exceptional needs (e.g., Veterans
Administration, vocational rehabilitation ser-
vices)

Special interest groups (e.g., local branch of the
National Organization of Women)

Other organizations with memberships that in-
clude persons with exceptional needs (e.g., a
community center in a predominantly Puerto
Rican neighborhood)

3. Given an influx of Vietnamese refugees into the
community, the schools would probably want to
identify specific ways through which the Viet-
namese refugees could be made aware of what,
the schools can offer them (e.g., support services,
such as English-as-a-Second-Language 'ESL];
courses).

For example, if these Vietnamese refugees have
limited English proficiency, which is probably the
case, then some of the schools' promotional mate-
rials would need to be written in their native lan-
guage.

Or a school might want to ask a-staff member
perhaps the ESL instructor or another instructor
working with a translatorto make presentations
at a community.center meeting. Or a leader in the
Vietnamese community who is bilingual could be
kept informed and asked to convey this information
to others.

If the community members subscribe to a native-
language newspaper, this could be another avenue
for providing program information, including
perhaps news items about Vietnamese students
currently-in-the-program. ./
And, if there are _Vietnamese students--in -the
schools,- these persons may be a key element in
the schools' promotional programs. By making
presentations or meeting individually with prospec-
tive students from the Vietnamese community, cur-

Tent -Vietnamese students can do a great-deal to
verify that the schools and their programs can
effectively Meet the needs of these new residents
in the community.



4. Model promotional activities and materials are not dents with exceptional needs who are well
enough to sell kthe program. For your program to trained\-who meet the entry-level requirements of

really gain and maintc n credibility in the commu- - the businesses and industries that hire them:
pity, you must produce a high-quality productistuL

\
Level of Performance: Your written responses to the self-check items should have covered the same major
points as the model answers. If you missed some points or have questidniabout any additional pdints you made,

review the information sheet, Targeting Your Promotional Efforts, pp. 8-18, or check with your resource- person if

necessary.



Learning Experience II
OVERVIEW

Given a case study, describing how a committee of educators planned how to
target the institution's promotional efforts to serve students with exceptional
needs, critique the performance of that committee.

Activity You will be reading the Case Study, p. 26, and critiquing the performance of the
committee described.

Ycu will be evaluating your competency in critiquing the committee's perfor-
mance in planning how to target the institution's promotional efforts to erve
students with exceptional needs by comparing your completed critique with the
Model Critique, pp. 27-28.
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Activity

CASE STUDY

The following case study dekr ibses how a committee of educators planned how
to target the institution's Promotional efforts to serve students with exceptional

-.needs. Read- tpe case, study and then critique in writing the .committee's'
performance:What did they do right; what did they do wrong; what should they

have done instead. ,

r
Mr. William Bope, a vocational-technical in rector,

at Reynoldsburg Tech, was very excitieci. He had lit-en
asked to serve on a faculty committeeto review the
institution's promotional plan and:materials and iden;
tify how-they could be revised in order (1) to more
effectively reflect the school's commitment to serving
students with exceptional needs and "-(2) to Pearuit
additional students with exceptional needs. -

-
Mr. Bope had jumped at the chance to serve on this

committee: He had just:completed a PBTE module on
acconimodating students with exceptional .needs in
vocational-technical programs, and he was sold on the-,-
importance of doing so.

. .

The committee, whicp included inStructors; adMinie,
trators, arid counselbrs, met a number of times ane
ultimately came' tin 7witti the folloNing recoMmendil-
tions: .

,---To leave the existing 'brochures and course
catalogs unchanged' iii the time being, since

To contract with a local public relationsfirm to
produce a set of bias-freepalters showing
dentsincluding "those.. with exceptional
needs7perforrning in the different vocational
tecifnical areas

_ Sponsor a contest in the schdol for a slogan
expressing Ve institution commitment to
equal-opportunity educatiOn

-4 To reproduce the slobn On bumper stic(rers and
Itb-150-distributeefree:-gf--charge):apd ih-77

. paid newspaper ad

addition,- Mr.13ope asked the adniinistiaprs-C4-:!-
tt1e,committee,to.consider appointing another oqm041-.
tedJel study ways in which the institirtiorrcobld
zern. its students who. have exceptional need6:.
explained triat; in his: classes for exini le, some ._
additional materials :'could help.rilm do a tie tier job. He
was sure, he saki, that other' instructors were ex--
perienbing s:nlilar problems.

the was rathet a targwupply still,available Mr. tkopa..waS assuredAat. t
.

Her would be

To develop a. supplementarl'-se,t.of program taken under considemtion;"andhe eft the final meet-

brochures describing specifibatty What each pF0_,-:,Fing glad that he had been able to d-ohis part in promot-

qrani could offer stUdbnts with exceptional heeds 'Ms' g the vocational-technical programs for strenrs
.. with exceptional heeds

1p encourage -persons with exceptional needs
who express an interest in enr011Ment to come '''-..

into the school for a personal conference and tour ,



Compare your written critique of the committee's performance with the model
critique giVen below. Your response need not exactly, duplicate the model
response; however, you, should have covered the same major points.

MODEL_CRITIQUE

The institution is definitely to be congratulated for its
decision to involve representative staff in thinking
through both what was being done and what should be
done in informing and recruiting students with excep-
tional needs. And Mr. Bope's attitude concerning his
role on the committee is commendable. Such en-
thusiasm and commitment (undoubtedly due to that
wonderful PBTE module) are laudable.

The fact that the committee included administrators
and counselors, as well as instructors, was a plus.
Administrative support is necessary before committee
recommendations can become a rea10. And coun-
selors need to be informed about and sold on the
placement of persons with exceptional needs in voca-
tional-technical programs before they can "sell" pro-
spective students on these programs. By having these
persons on the committee, the chances of gaining

--.-, their support are greatly increased.

Many of the recommendations are potentially excel-
lent: special brochures; posters; a slogan contest;
bumper stickers, buttons, 'and paid newspaper ads
with the promotional slogan. However, for most of
these promotiohal devices; many dollars would be
required. Unless the institution has a healthy budget to
support such activities, many of these recommenda-
tions will come to naught.

Even if the necessary money is available, it is de-
batable whether all these recommendationsal-
though goodrepresent the most effective use of
always-limited funds. Let us assume that the bumper
stickers and buttons are popular. If so, they can' give
4he institution a lot of "bang for its bucks."

Hdwever; are paid newspaper ads really neces-
sary? Couldn't the staff instead ask a local newspaper
(Or TV or radio station) to run &story about the slogan
contest and the winning sloaan-free of charge.

Similarly is it necessary to pay a local public rela-
tions firm to produce the posterif Couldn't they be
prodUced by studentsstudents in graphic arts,
commercial artcdmmercial photography;
and lithography programs? Posters do not hy
expensive to be attractive and effective. In fat,,, .s,

dent-produced posters might be just as attractive and
hgve wore dectibilitomilbliaelargetaudiervIP.

. Another of the recommendationsthat of en-
couraging prospective students with exceptional
needs to come into the school fOr personal confer-
ences and toursis probably a very good one. At
least initially, it is important to give persons with excep-
tional needs as much individual assistance and en-
couragement as necessary.

Such students may be especially unsure of how well
they would be accepted, how relevant the programs
are to their needs, and whether they could succeed.
Through individual conferences,' these concerns_ can
usually be minimized or eliminated.

The recommendations relative to program bro-
chures, however, can also be questioned. It may very
well be that the production of new, specially targeted
brochures could be justified. But the decision to use
the existing brochures and course catalogs seems to
have been made solely on the basis of the existing
supply. Since they had so many copies still available,
they wanted to use them until they ran out.

Instead, the primary criterion for deciding what to do
about the existing materials should have been related
to their content. There is no guarantee that a person
with exceptional needs will pick up one of the specially
targeted brochures. What if he or she secures one of
the general brochures and it provides no information
related to his/her special program needs? That person
may not look any further. Worse still, if the brochure
contains bias, that person most assuredly will not con-
sider enrollment in your programsor at least not with
any enthusiasm.

Finally, there are a number of additional recommen-
dationssuch as the following, that could have been
made:

To update the institution's .mailing list to include
specific agencies and/Idcations through which
persons with exceptional needs could be kept
informed d-about the,schebl'S- offerings

To use school staff and, current and former stu-
dents with exceptional needs to make presenta-.
tions concerning program offerings

To ensure that publicity items sub itted to the
media include stories about the ac levements of
students with exceptional needs

10



To ensure that, during open houses, career days,
tours, and so on, evidence is provided of how the
school's programs are effectively serving stu-
dents with exceptional needs

To ensure that students' significant others are
adequately informed

To recruit the help of local celebrities in promoting
vocational-technical training and employment for
persons with. exceptional needs

To verify, through normal program evaluation ef-
forts, that the students with exceptional needs
being placed on the job are well trained and com-
petent

Thase additional techniquesones that do not cost
a great deal of moneycould also help the institution
in its promotional efforts.

,Mr. Bope's final recommendationthat another
committee be appointedand his feeling of accom-
plishment in leaving the meeting are both good and
bad. Certainly, such a committee could do a good deal

to increase everyone's awareness of additional mea-
sures that are required to improve programs and ser-
vices to better meet the needs of persons with excep-
tional needs.

Let us hope, however, that the committee does not
look only to the institution for the resources required to
support these additional measures. Part of program
promotion should be to enlist the support of the com-
munityemployers, service 'organizations, and so
onand provide these persons or groups with oppor-
tunities to help.

And Mr. Bope's feeling of accomplishme nt?
Granted, he has done a good deal to helpthus far.
But his job is far from over. If hes truly committed, he
will now want to seek opportunities to become an.
active advocate. He will want to make presentations
and talk informally with people about what his program
is doing to accommodate students with exceptional
needs and about how well these persons can suc-
ceed, both in the program and on the job.

Level of Performance: Your written critique of the committee's performance should have covered the same
major points as the model critique. If you missed some points or have questions about any additional points you
made, review the material in the information sheet, Targeting Your Promotional Efforts, pp. 8-18, or check. with

your resource person if necessary.



Learning Expe&nc
FINAL EXPERIENCE

In an actual teaching situation,* promote your vocational program with excep-
tional students.

As part of your duties as a teacher, target your promotional efforts to serve
students with exceptional needs. This will include

identifying prospective students with exceptional needs

selecting and using appropriate recruitment techniques

using promotion to gain needed support

NOTE: Due to the nature of this experience, you will need to have access to an
actual teaching situation over an extended period of time (e.g., one to three
weeks).

As you complete each of the above activities, document your actions (in writing,
on tape, through a log) for assessment purposes.

Arrange in advance to have your resource person review your documentation
and any promotional materials developed.

Your total competency will be assessed by your resource person, using the.
Teacher Performance Assessment Form, pp. 31-32.

Based upon the criteria specified in this assessment instrument, your resource.
person will determine whether you are competent in promoting your vocational
program with exceptional students.

*For,a definition of "actual teaching situation," see the inside back cover.
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TEACHER PERFORMANCE ASSESSMENT FORM
Promote Your Vocational Program with Exceptional Students (L-13)

Directions: Indicate the level of the teacher's accomplishment by placing an X Name

in the appropriate box under the LEVEL OF PERFORMANCE heading. If,
because of special circumstances, a performance component was not appli-
cable, or impossible to execute, place an X in the N/A box.

Date

Resourc.e person

LEVEL OF PERFORMANCE

...

$. .0 8
q kg,

.4 01 9a.,

at
0

47

In identifying prospective students with exceptional needs, the
teacher: - .

1. ensured that school counselors were made aware of:
a. the career opportunities available to students with exceptional

needs 'El

b. what he /she is doing to accommodate these students in his/her.

.program El El E] El El ID
,

2. identified specific agencies and other groups through which per
sons with exceptional heeds could be reached, informed, attracted,

.11. ditdan recruited
olo .

El 0 El El 0
. ., ... -

,3. ensured that these agencies and other groups received promo-
/ tional materialsr ma El

4. personally contacted these agencies by phone or letter if neces-

sary
0

In selecting and using appropriate recruitment techniques, the
teacher:
5. met individually with persons with exceptional needs to explain the

program and its benefits for them El 0 El 0
6.. ensured that all promotional materials were bias-free

7. modified materials as necessary to reach the intended audience
(e.g., produced materials in students' native language) El 0

8, included in promotional' materials the following types of informa-
tion: 7---\
a. student success storiesj) 0-0--EI
b. statements of commitment to providing equal-opportunity edu-

cation D El

modifications made to ensure equal access -
d. specific programs available to facilitate equal participation

0 .00000

e. specific materials available to facilitate equal participation ...



9. used a variety of promotional devices (e.g., brochures, course
catalogs, posters, stories and ads in the local media, presenta-
tions, open houses)

involved10. Involved current and former students with exceptional needs in the
promotional activities

11. involved employers of persons with exceptional needs in the pro-
motional activities

12. provided additional information to prospective students with excep-
tional needs and their significant others as necessary

In using promotion to gain needed support, the teacher:
13. exhibited a willingness to spread the word about the benefits of

vocational-technical training and employment for persons with ex-
ceptional needs

14. involved the community on a continuing basis

15. enlisted administrative support

0.00000
E E E E

:10000

00000EI0 0
16. established the credibility of his/her program by ensuring that

his/her students were well trained and could meet employers'
requirements 0000E1

Level of Performance: All items must receive N/A, GOOD, or EXCELLENT responses. If any item receives a
NONE, POOR, or FAIR response, the teacher and resource person should meet to determine what additional
activities the teacher needs to complete in order to reach competency in the weak area(s).

4*,
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ABOUT USING THE NA, ZONAL CENTER'S
PBTE MODULES
Organization
Each module is designed to help you gain competency in a
particular skill area considered important to teaching suc-
ceSs. A module is made up of a series of learning experi-
ences, some providing background information, some pro-
viding practice experiences, and others combining these
two functions. Completing these experiences should en-
able you to achieve the terminal objective in the final
learning experience. The final experience in each module
always requires you to demonstrate the skill in an actual
teaching situation when you are an intern, a student teach-
er, an inservice teacher, or occupational trainer.

Procedures
Modules are designed to allow you to individualize your
teacher education program. You need to take only those
modules covering skills that you do not already possess.
Similarly, you need not complete any learning experience
within a module if you already have the skill needed to
complete it. Therefore, before taking any module, you
should carefully review (1) the introduction, (2) the objec-
tives listed on p. 4, (3) the overviews preceding each learn-
ing experience, and (4) the final experience. After compar-
ing your present needs and competencies with the informa-

' tion you have read in thesesections, you should be ready to
rnake one of the following decisions:

That you do not have the competencies indicated and
should complete the entire module
That ybU are competent in one or more of the enabling
objectives leading to the final learning experience and,
thus, can omit those learning experiences
That you are already competent in this area and are
ready to complete the final learning experience in
order to "test out"
That ttce module is inappropriate to your needs at this
time

When you are ready to complete the final learning experi-
ence and have access to an actual teaching situation,
make the necessary arrangements with your resource per-
son. If you do not complete the final experience success-
fully, meet with your resource person and arrange to (1)
repeat the experience or (2) complete (or review) previous
sections of the, odule or other related activities suggested
by your resource person before attempting to repeat the
fina/ experience.
Options for recycling are also available in each of the
learning experiences preceding the final experierice. Any
time you do not meet the minimum level of performance
required to meet an objective, you and your resource per-
son may meet to select activities, to help you reach compe-
tency. This could involve (1) completing parts of the module
previously skipped, (2) repeating activities, (3) reading sup-
plementary resources or completing additional activities
suggested by the resource person, (4) designing your own
learning experienc.e, or (5) completing some other activity
suggested by you or your resource person.

Terminology
Actual Teaching Situation: A situation in which you are
actually working with and responsible for teaching sec-
ondary or postsecondary vocational students or other oc-
cupational trainees. An intern, a student teacher,-an in-
service teacher, or other occupational trainer would be
functioning in an actual teaching situation. If you do not
have access to an actual teaching situation when you are
taking the module, you can complete the module up to the
final learning experience. You would then complete the
final learning experience later (i.e., when you have access
to an actual teaching situation).
Alternate Activity or Feedback: An item that may substi-
tute for required items that, due to special circumstances,
you are unable to complete.
Occupational Specialty: A specific area of preparation
within a vocational service area (e.g., the service area
Trade and Industrial Education includes occupational spe-
cialties such as automobile mechanics, welding, and elec-
tricity).
Optional Activity or Feedback: An item that is not re-
quired but that is designed to supplement and enrich the
required items in a learning experience.
Resource Person: The person in charge of your educa-
tional program.(e.g., the professor, instructor, administrator,
instructional supervisor, cooperating/supervising/class-
room teacher, or training supervisor who is guiding you in
completing this module).
Student: The person who is receiving occupational in-
struction in a secondary, postsecondary, or. other training
program.
Vocational Service Area: A major vocational field: agri-
cultural education, business and office education, market-
ing and distributive education, health occupations educe-
tion, home economics education, industrial arts education,
technical education, or trade and industrial education.
You or the Teacher/Instructor: The person who is corn-

. pleting the module.

Levels of Performance for Final Assessment
N/A: The criterion was not met because it was not appli-
cable to the situation...
None: No attempt was made to meet the criterion,
though it was relevant.
Poor The teacher ,s unable to perform this skill or has only
very limited ability to perform it..
.Fair: The teacher is unable to perform this skill in an ac-
ceptable manner but has some ability to perform it.
Good: The teacher is able to perform this skill in an effec-
tive manner.
Excellent: The teacher is able to perforrn this skill in a very
efftctive manner.



Titles of the National Center's Performance-Based Teacher Education Modules

Category A:, Piogram Planning, Development, and Evaluation
Prepare for a Community Survey

A-2 ,, Conduct a Community Survey
A-3 . Report the Finds gs of a Community Survey
A-4 ()manila an Ocoipotional Advisory Committee
A-5 s Maintain an Occultational Adv Committee
A-8 Develcip Program.elals and Ob s

`. A-7 Conduct an Occupational Analysis
A-8.,:.. Develop a Couise of Study' _

A-9 . Develop Long;Range Program Plans
A-10 Conduct a Student Follow-Up Study

- A-11 Evaluate Your Vocational Program

Category 0: Instructional Planning .

B-1 Determine Needs and Interests of Students
13-2 Develop Student Performance Objectives
B-3 , Develop a Unit of Instruction
13-4 Develop a Lesson Plan

Select Student In.sauctional Materials
B-8 - Prepare Teacher-Made instructional Materials

Category C:. Insuuctional Execution
C-1 Direct Field Trips
C-2 Conduct Group Discussions, Panel Discussions, and Symposiums
C-3 Employ BraInstortnIng, Buzz Group, and Question Box Techniques

C-4 Direct Students In Instructing Other Students .

C-5 Employ Simulation Techniques
C-6 Guide Student Study
C-7 Direct Stiklent Laboratory Experience
C-8 Direct Students in Applying Problem-Solvinu Techniques
C-9 Employ the Project Method
t-10 s Introduce a Lesson . . s

C11 , Summarize a Lesson
C-12 Employ Oral Questioning Techniques
C-13 Employ Reinforcement Techniques
C-14 . Provide Instruction for Slower and More Capable Learners

C-15 Present an Illustrated Talk
C-16 ' Demonstrate a ManipulatilieSkili-----
0717 Demonstrate a Concept or Principle
C-18 , Individualize Instnicdon .

C-14 Employ the Team Teaching Approach
C-20 Use Subject Matter Experts to Present Information
C-21 Prepare Bulletin Boards and Exhibits
C-22 Present Information with Models..Real Objects. and Flannel Boards
C-23 Present Information with.Overnead and Opaque Materials -
C-24 Present Information with Filmstrips and Slides

, C-25 Present information with Films
-` C-26 Present Information with Audio Recordings

C-27 : Present Information with Televised and Videotaped Materials

C-28 Employ Programmed Instruction
C-29 , s Present Information with the Chalkbbard and Rip Chart

C-30 Provide for Students' Learning Styles

. Category D: instructional Evaluation .

.

D-1 . Establish Student PerfOrmance Criteria
D-2 Assess Student Performance:' Knowledgai

- 0-3 Assess Student Performance:.. Attitudes
0-4 Assess Student Performance: Skills
D :5 Determine Student Grades -
O -8 Evaluate Your Instructional Effectiveness

Category E: Inshzietional Management
E-1 Protect Instructional Resource Needs
E-2 Manage Your Budgeting and Reporting Responsibilities
E-3 Mange for Improvement of Your Vocational Facilities
E-4 Maintain a Filing System f.
E-5 Provide for Student Safety
E-8 Provide for the First Akl,Needs of Students
E-7 'Assist Student.: in Developing Sell Discipline
E-8 Organize the Vocational Laboratory
E-9 . Manage the Vocational Laboratory
E-10 Combat Problems Of Student Chemical Use

Category F: Guidance
F-1 Gather Stucient Data Using Formal Data-Collection Techniques .

erscoal Contaa7
F-3 ; Use Conferences to Help Meet Student Needs = ===-

F-4 ", Provide Information on Educational and Career Opportunities
F-5 Assist Students in Applying for Employment or Further Education

. _

Category G: SchoelCommunity Relations _

G-1 . Develop a School-Community Relations Plan for Your Vocational Program _.," I '
G-2 , . Give Presentations to Promote Your Vocational Program V I

G-3 ss ' Develop Brochures to Promote Your Vocational enagram
.

G-4 . Ls-- Prepare Displays to Promote Your Vocational Program -

3-5 s, I Prepare News Releases and Articles Concerning Your Vocational Program

.G-6 . ' . Arrange for Television and Radio Presentations Concerning Your Vocational

program
G-7 " Conduct an Open House s " '
G-8 ' -- -Work with Members of the Community
G-9 f, s :, t: ark with State and Local Educators
G -10 Obtain Feedback about Your Vocational Program .

CategeryR:' VocitIonil Student Organization .

,.. (0 DiWelop a Personal philosophy Concerning Vocational Student
Organizations r

H- Establish a Vocational Student Organization
H- Prepare Vocational Student Organization Members for Leadership Roles
H Assist Vocational Student Organization Members in Developing and ;

Financing a Yearly Program of Activities
5 SUpervise Activities of the Vocational Student Organization

H-8 - .s Guide Participation in Vocational Student Organization Contests
.4-..' . -, .

Category I: Professional Role and Development
.

.

. ki -. Keep Up to Date Professionally ,, '. -- ,

1-2 Serve Your Teaching Profession
1-3 Develop an Active Personal Philosophy of Education

,.., 1-4 . Serve the School and Community -. s

15 ! Obtain a Suitable Teaching Position ,ss `..,_

I-8 Provide Laboratory Experiences for Prospective Teachers
1-7 Plan the Student Teaching Experience
1-8 s Supervise Student Teachers . ._ . ,
Categoryj:. Coordination of Cooperative Education -

. .. ... ..
. . _ . . .

J-1 . s Establish Guidelines for Your Cooperative Vocational Program'
J-2 ' s: Manage the Attendance, Transfers, and Terminations of Co-Op Students
J-3 . s ' Enroll Students In Your Co-Op Program ....

J-4 . . Secure Training Stations for You, Co-Op Program _

J-5 ..:- Place Co-Op Students on the Job: r, `.r... V ' -
J-6 :s; ; Develop the Training Ability of Onthe-Job Instructors
J-7 Coordinate On-theJob Instruction ' .s s

J-8 .-"/-" Evaluate Co-Op Students' On-the-Job Performance
J-9 . Prepare for Students' Related Instruction
J-10 Supervise an Employer-Employee Appreciation Event

Category K: Implementing CoMpetency-Based Edudation (CBE)
K-1 . Prepare Veinal, forbBE L'- s.. --,: :s s -,,

K-2 Organize the Content for a CBE Program
K -3 s Organize Your Class and Lab to Install CBE
K-47 --s Provide Instructional Materials for CBE
K-5 . s: Manage the Daily Routines of YoUr CBE Program ss"

K-6 _ r' , Guide Your Students Through the CBE Program

Category L:1Serving Students With SpeCial/ExceptionalNeeds
_ r: . _ _ _ , :'- - L : _' . , _ _ .-

L-1,-: Prepare Yourself to Serve Exceptional Students .

L-2 Identify and Diagnose Exceptional Students , . ,

L-3 Plan Instruction for Exceptional Students = ,
.

_

L-4 Provide Appropriate Instructional Materials for Exceptional Students
L-5 Modify the Learning Environment for Exceptional Students
L-6 Promote Peer Acceptance of Exceptional Students
L-7 Use Instructienal Techniques to Meet the Needs of Exceptional Students

. L-8 Improve Yotir Cominunication Skills -s-sss-, ..---'--, s ?

L-9 Assess the Progress of Exceptional Students 'e-'
L-10 Counsel Exceptional Students with Personal -Social Problems

,L L-11 Assist Exceptional Students in Developing Career Planning Skills
L-12 -: Prepare Exceptional Students fix Employability
1-13 ,.' Promote Your Vocational Program with PreePtional Students -

Category tt: Assisting ShiCkietsfn IMproving Their Basic Skills
, ,... .

M-1 .. "Assistttuder+tiiri Achieving Basic Reading Slogs
M-2 . s Assist Students in Developing Technical Reeding Skills

. M-3 Assist Students In Improving Their Writing Skills
M -! Assist Students in ImproVing Their Oral Communication Skills
M-5 s,s1; Assist Siudents in Improving Their Math Skills
M-6 Assist Students In Improving Their Survival Skills

,
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Student Guide to Using Perfortriance-Based Teacher Education Materials .
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